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Introduction

About This Manual

This manual will explain the filing requirements for the Lobbying Disclosure Act
and provides step by step instructions for completing and filing electronic Lobbying
Disclosure forms. Online tutorials that demonstrate working with the forms, signing,
and filing them are also available in the Help section of the Office of the Clerk

L obbying Disclosure website.

Lobbying Disclosure Filing Requirements

Lobbying registrations and reports of income and expenses are filed with the Clerk
of the House pursuant to the Lobbying Disclosure Act of 1995 (PL104-65), and its
predecessor, the Federal Regulation of Lobbying Act (1946).

The Lobbying Disclosure Act of 1995, as amended (2 U.S.C. § 1601 et. seq.),
requires lobbying firms and organizations to register and file reports of their
lobbying activities with the Secretary of the Senate and the Clerk of the U.S. House
of Representatives. E-Filing services are available to both new and existing
registrants. Using E-Filing, users may

o Register for the first time for lobbying;
e Addanew client for an existing registrant;
e Amend acurrent registration for aregistrant/client;

o Fileareport for any reporting period beginning no earlier than July 1,
2004 (Y ear-End 2004 Report or later); or

e Filean amended report for any reporting period beginning no earlier
than July 1, 2004.

Form LD-1DSisused for initial registration under Section 4 of the Act (2 U.S.C. §
1603). Form LD-2DS s used for complying with the semiannual reporting
requirements of Section 5 of the Act (2 U.S.C. § 1604).

Where to File Forms

Lobbying Registration (LD1-DS) and Lobbying Report (LD2-DS) forms must be
filed with the offices listed below.

Clerk of the House of Representatives
Legidative Resource Center

B-106 Cannon House Office Building
Washington, DC 20515

Secretary of the Senate
Office of Public Records
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232 Hart Senate Office Building
Washington, DC 20510

Registrants must file both forms electronically with the Office of the Clerk of the
U.S. House of Representatives. Registrants may file new client registrations,
amended registrations and |obbying report forms electronically with the Secretary of
the Senate, but they do not accept new registrant registrations electronically; they
must be filed on paper.

Review and Compliance

The Secretary of the Senate (Office of Public Records) and the Clerk of the House
(Legidative Resource Center) shall review, verify, and request corrections in writing
to ensure the accuracy, completeness, and timeliness of registrations filed under the
Act.

Whoever knowingly fails: (1) to correct a defective filing within 60 days after notice
of such adefect by the Secretary of the Senate or the Clerk of the House; or (2) to
comply with any other provision of the Act, may be subject to a civil fine of not
more than $50,000.

Public Availability

The Lobbying Disclosure Act of 1995 requires the Secretary of the Senate and the
Clerk of the House of Representatives to make al registrations and reports available
to the public as soon as practicable after they are received.

The Office of the Clerk provides the availability of filed reports from the Legidative
Resource Center.

Registration Requirements

Lobbying firms, (i.e., entities with one or more lobbyists), including self-employed
individuals who act as lobbyists for outside clients, are required to file a separate
registration for each client. Organizations employing in-house lobbyistsfile asingle
registration.

A lobbying firm is exempt from registration for a particular client if its total income
from that client for lobbying activities does not exceed and is not expected to exceed
$6,000 during a semiannual period. An organization employing in-house lobbyistsis
exempt from registration if its total expenses for lobbying activities do not exceed
and are not expected to exceed $24,500 during a semiannual period.

Filing Deadlines

Registration is required no later than 45 days after alobbyist first makes alobbying
contact or is employed or retained to make a lobbying contact.

Registration Amendments

A registrant must immediately file an amended Form LD-1DS: (1) if notified of an
error in the original filing by the Secretary of the Senate or the Clerk of the House of
Representatives; or (2) if incorrect information is discovered by the registrant. Once
registered, updated information (name and address changes, new lobbyists, new issue
area codes, etc.) should be disclosed in the registrant's next semiannual report.

2 e Introduction
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Terminating Registrants or Clients

A registrant terminates by submitting a completed LD-2DS report, indicating the
termination date, no later than 45 days after the end of the reporting period in which
it terminates.

Activity Report Requirements

Active lobbying registrants should file areport for the semiannual period for which it
initially registered. Thiswould be the effective date of registration and for each
semiannual period thereafter, including the reporting period during which it
terminates. Lobbying firms, i.e., entities with one or more clients, including self-
employed individuals who act as lobbyists for outside clients, are required to file a
separate report for each active client covered by aregistration. Organizations
employing in-house lobbyists file a single report for each semiannual period.

Filing Deadlines

The semiannual report is required no later than 45 days after the end of each
semiannual period beginning on the first day of January and the first day of July of
every year aslong as the registrant remains active. Thefiling deadlines for lobbying
reports are:

e August 14 or the next business day for January 1 — June 30 mid-year
reports;

e February 14 or the next business day for July 1 - December 31 year-end
reports.

Filing Amended Reports

A registrant should immediately file an amended Form LD-2DS:; (1) if notified of an
error in the original filing by the Secretary of the Senate or the Clerk of the House of
Representatives; or (2) if incorrect information is discovered by the registrant. Once
registered, updated information (name and address changes, new lobbyists, new issue
area codes, etc.) should be disclosed in the registrant's next semiannual report.

Overview of the E-Filing Process

Forms and Processing

The Lobbying Disclosure Electronic Filing System alows filers to complete

L obbying Disclosure Registration and Reporting forms using Acrobat Reader on
their computer and sign the forms with an authorized digital signature certificate
from aweb browser. When the forms are signed and saved they are submitted to the
Office of the Clerk online from the browser. Using the same forms, registration
amendments and reporting forms can also be submitted to the Secretary of the Senate
electronically using abrowser. Forms can be printed before they are signed and the
Secretary of the Senate will accept paper copies of al formsfiled electronically with
the Clerk of the House.

These forms simplify compliance with the Lobbying Disclosure Act requirements as
they validate the content before submission to ensure that required information is
completed, and display instructions as they are being completed. The requirements
to file Lobbying Disclosure forms electronically are listed below. Please review
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these steps before you begin working with the forms to ensure you are configured to
file electronically.

Computer Configuration

Deciding Which Computer Will Be Used

The electronic filing system requires that adigital signature be obtained and
downloaded onto the computer from which the filings will be submitted. Itis
important to decide who will sign the filings, and then select the appropriate
computer for installation of that digital signature.

The Legidlative Resource Center accepts the signature of any person approved by the
registrant to sign the registration or report forms.

The computer to be used for form preparation and filing must have:

e A web browser (Internet Explorer version 5.0 or higher, Netscape
version 7.0 or higher, or Firefox version 1.0 or higher);

e  System configuration sufficient to run Adobe Reader software;
e Adobe Reader version 6.0.2 or higher, and;
e Aninternet connection.

It is possible to download and prepare aform at one computer, save it to a network
folder or send it to another person, then sign, save and submit the form from a
second location.

4 e Introduction
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NOTE: Processing your
application can take as
littleas 2 - 4 days.
However, dueto the
identity and verification
requirements, the entire
process (from application
to receipt of the digital
signature certificate) can
takeaslongas1to?2
weeks.

Obtaining an ACES Digital Signature Certificate

The ACES Digital Signature program is a GSA initiativeto assist in
implementation of electronic filing with federal government agencies. The
ACES digital signature certificate isthe only type accepted by the Legidative
Resource Center for Lobbying Disclosure filings.

Several ACES vendors provide digital signature certificates for the Lobbying
Disclosure Electronic Filing System. A list of participating vendorsis available
on the Office of the Clerk website.

When you have selected a vendor, follow the vendor instructions to apply for a
certificate. Once your application has been approved, follow the vendor
instructions to download and install the certificate.

For more information on ACES vendors: Clerk.House.Gov/pd/Obtaining adigital
signature

Checking Adobe Reader Version

Adobe Reader is required to use the Lobbying Disclosure forms. These forms work
in version 6.0.2 through version 7.08.

Please see Required Software for more information

About ACES Digital Signatures

In order to facilitate electronic filing with government agencies, the General Services
Administration (GSA) has implemented the Access Certificates for Electronic
Services (ACES) program. The Office of the Clerk has approved the use of ACES
digital signatures on Lobbying Disclosure registrations and reports.

With handwritten signatures, a person who accepts a written signature on a check or
important document may require identification and compare the signature on the
identification document with the signature on the new document. Signing before a
notary public gives ahigher level of authentication because an official verifiesthe
signer'sidentity. Both are processes of verifying identity.

Digital signatures are now accepted as the electronic equivalent of an individual's
verified written signature because they combine a process and a technology of
identity verification.

Anindividual who wantsto use adigital signature appliesfor adigital signature
certificate from a certificate authority (CA). The CA uses various means to verify
the individual's identity -- the process component. The more thoroughly the CA
verifies the identity of the individual, the higher the level of trust given to the digital
signature.

The certificate authority creates an electronic signature and issues one part of the
digital signature to the individual and stores the other part to allow electronic
validation -- the technology component.

Digital signatures consist of apair of separate secure encrypted data components
known as the 'public key' and the 'private key'. The public key, or identity key, is
held by a certificate authority, which may be an authorized private vendor or a public
agency. The private key, or signature key, is stored on an individual's computer.
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When the individual who has access to the secure private key attachesit to a
document and submits it to an agency, the private key is sent electronically to the
certificate authority. If the public and private keys match, the signature is validated.

For agencies using the ACES program, the only certificate authorities that may issue
ACES certificates are those authorized by GSA under the ACES contract as official
ACES vendors. For more information on the GSA ACES Program, please visit
http://www.gsa.gov/aces/.

The ACES program authorizes two types of certificates. They are:

e Transaction-based certificates, which are specific to one agency and
require an agency code as part of the application; and

Subscription-based certificates, which are purchased by an individual and may be
used with any agency adopting a subscription-based digital signature filing program.
The Office of the Clerk has adopted the subscription-based program for Lobbying
Disclosure filing.

Contact Information

If you are experiencing technical difficulties, or if you need more information on
completing or filing your Lobbying Disclosure forms, please contact the appropriate
offices listed below.

Clerk of the House of Representatives
Legidative Resource Center

B-106 Cannon House Office Building
Washington, DC 20515

(202) 226-5200

Secretary of the Senate

Office of Public Records

232 Hart Senate Office Building
Washington, DC 20510

(202) 224-0758
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Required Software

Applications and Forms

Adobe Reader is required to use the Lobbying Disclosure forms. Several changes
were made to the filing process so that L obbying Disclosure forms can be completed
and filed using Adobe Reader 7. If you have upgraded to Adobe Reader 7, you
should use the latest version of the Lobbying Disclosure forms for your filings. If
you are still using Adobe Reader 6.x, and you have previously filed electronically,
you can continue to use older versions of the forms.

Listed below are the Lobbying Disclosure Form requirements for Adobe Reader:

LD Form Reader 6.0.2 — Reader 7.0.0 —
Version 6.0.4 7.0.8
Version 4.04 X
Version 4.05 X
Version 4.06 X
Version 4.07 X X

Currently, Adobe Reader runs on both the desktop and in browsers versions of
Internet Explorer, Firefox, and Netscape that meet the minimum Adobe Reader
system requirements.

For more information on Adobe Reader system reguirements:
http://www.adobe.com/products/acrobat/acrrsystemreqgs.html

If you have previously filed your forms using Adobe Reader 6.0.2 — 6.04, and you
have not upgraded Adobe Reader to version 7, you may continue to use the forms
you have already downloaded to file electronically.

If you have filed previously, but upgraded to Adobe Reader 7, you MUST use
version 4.07 to file electronically. The only modifications that have been made to
this version of the forms relate to the signing and filing process. The stepsto
download, save, and complete the forms remain the same.

For more information on form changes, please review the Signing and Filing Forms
section of this manual

If you are anew electronic filer, it is highly recommended that you review all of the
instructions in this user manual before you download the forms and begin working
with them.
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You can also use these stepsin

Adobe Acrobat.

Verifying Adobe Reader Version

To verify the version of Adobe Reader installed on your computer:
e Openthe Adobe program;
e Select About Adobe Reader onthe Help menu;

Adobe’Reader: 7.0

Copyright 1984-2004 Adobe Systems Incorporated and its licensors. All rights reserved.

Al

’ Patent and Legal Notices ” Credits ]

e Theversion of the program will be listed in the About window.

Verifying Lobbying Disclosure Form Version

All Lobbying Disclosure forms have a version number in the bottom left hand corner
of each page, as shown below:

B Ldabe Acrabal Prefessional - [LDFDS Rewd 7.pd1)

Tris OB vew Doomed Gowanis T Adwae Wi WD -8 %
T P s T @ e | T Comateror = ] Commant Sbkig = o St v P+ (O sacre = g o (1 Porma =

T Db sewr | G | L et Duta o | B - Ull@lm s @ (D oy @ | v B O % W-H-IE-

Thi documar: ot arm et (o k. Cleacticpe ks
- o
’
z 12, Loblyving Firms 13 Organirations -
i INCOME relatisg so lobbamg actvites for tus reporting penod EXPENSES relating to boblsyisg sctvvitees for this sepoeting perod
= Wi a
i Less than $10,000 [ s tan$10.000 [
- s100000rmere [ e § sinoooormere [0 e §

Provide a good faith estimate. rounded to the neanest $20,000,
i related ipooime fom s client (mehsdimng all

oy thie registrant by any other entity for lobbying O Memoaa,
on behalf of the client). O »memoaB.

accommting method Ser wstroctions for d

O Memoac. rg smaler secion, £627] of the Insermal
Revem

Foien Complete >

Printed Name and Title

e — s ipoDs (Rev. 4.07)

T Commris 4, Adacrmarts

[ -]
E

T
[+]
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Working with Forms

The steps regarding form features, functions, and completing Lobbying Disclosure
forms described in this section of the user manual are the same regardless of whether
you are working on a PC or aMacintosh and appliesto all versions of the forms and
Adobe Reader. Any discrepancies that may occur between versions of either the
form or Adobe Reader will be listed in the notes section on the left hand side of the

page.
The examplesin this section were created using Microsoft Windows. Filersusing

Macintosh computers will have different screens for browsers and locating forms
that will not be displayed in this section.

Managing Your Forms and Filings

To ensure that you can easily locate your forms, it is recommended that you select a
location and naming convention before you begin. The following suggestions may
assist you in determining the best way to manage your forms:

e Do not store your forms on your desktop. Store themin single folder
so you can locate al versions of your forms easily;

Please consult your IT Support e |f you are working on a PC, most browsers automatically

staff for additional information select the My Documents folder when the document is saved.

on choosing the right location Using this folder will make your forms easy to locate but they

to store your forms. may not be selected for backup the way a network drive
usualy is;

e |If you are working on a Macintosh, use Finder to select a
location and create afolder to store your forms;

e Create anaming convention to help you distinguish between template,
completed, and signed forms:

e Use Lobbying Disclosure Forms as the primary folder name for
storing downloaded and saved forms;

o UseClientname_template for reusable forms;
o UseFilingperiod _clientname for completed forms;
e Addthetext _signed when you save a copy of the form after
signing it;
e Download the forms from the Clerk’ s website instead of opening them
in abrowser.
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Downloading Forms

NOTE: Different browsersuse
similar names for this function, such
as Save Link As, Save Link Target
As, or Download Linked File As.

Please select the appropriate
function from this menu to save the
formon your computer.

e Locate the name of the form you want to download from the Office of
the Clerk website;

Foim LD-ADS
= PC Version =

Open
(Tha labbyin Openin New Window |

Feader 7.0 at th EEECEUEE U ST 2
b & bi Target to

£.0.2.)

E-Filing Help
5 P f| Copy Shortout
CH100S Line
- | Addro Faverites..,
Properties
FILING DEADLINES

e Right click on the form nameif you are using a PC, or;

e PressCTRL + click onthe nameif you are using a Mac, and;
e Select Save Target As:

Saveirc | () Biowssis w = W5 A

Ic]

My Recent
ork Discumeris

1 e

Deskhop
My Documeris

My Computes

\3) Fil name v
MpMetwork  Saveaslype | Adobe Acrobat Document v

A window isdisplayed that allows you to navigate to the location
where you want to save your form;

e Modify the form name, if needed, and click the Save button.

The saved form is now available for you to use in either Adobe Reader or ina
browser.
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Using Form Templates

Y ou can create and reuse form templates to avoid common filing problems, such as
wrong House ID numbers or misspelled registrant or client names.

To create atemplate:
e  Open the form and complete the fields on page one;

EEX

#1 Adobe Reader - [LD1DS_NewClientTemplate.pdf]

',E File Edit View Document Tools Window Help - 8 X
*Hasdn[Ob @i He e[/
he ]
= LeprEvE KESONrrE e TrICE ST PO KeCeT 5
. . . 7 232 Hart Building
The formslisted in this manual are . T De2eAS Wediagon BC 30510 -
examples only. The steps can be 2
1=}
used for both the LD1 and LD2 4 LOBBYING REGISTRATION -
f P Lobbying Disclosure Act of 1995 (Section 4)
orms. = Check Ose [] Mew Regismant  [X] Mew Clien for Existing Regismant || Amendment {mmicdiyyyy)
= y
1. Effective Date of Registration
2 House Identification Number 00000 Senate Identification Number
all REGISTRANT Organization ] st
E_ 3 Registrantmame Ormwasies  Registrant Name
5 Address Registrant Address Addrsssd
E cay  City Sute DE -] Zip 22222 Counry  USA
7/ 4. Principal place of bustness (if different than line 3)
a8 Cay State Al o Counny
E 3 Telephone number and contact name  pregy Pl iems
< Telephons  202-222-2222 Contact Mr. JEmBnINaHE E-nail Contact Emai@mailcom
= 6. General description of registrant’s business or activities
Business description or activities
| CITENT 1o, y — = - — v
[\ 5| [ etz b bl © RN

e Select Save As on the Adobe Reader File menu, or click the Save a
Copy button on the browser;

#1 Adobe Reader - [LD1DS_Test.pdf]

Create Adobe PDE Online... 4 - B 6 |- S -E @~
¢ RSN ®|ID-1 A @
2 open... crl+0
3 C‘J Email...
— TP RS Y
Digital Editions b jiBulding
[ lgton, DC 20510 -
£ Close Cirl+w =
& Bl s=ve Cl4s
2
7 = s |ISTRATION 1
o Revert tion 4)
E Save as Text... for Existing Rezismart ] Amendment [mmiddiyyyy
1. Effective Date of Regi
Document Properties... Ctrl+D
00000 Senate Identification Number
Print Setup... Shift+Ctrl+P -
@ L] maridnal
5 o Print... crl+ |t Name
5 PrintMe Internet Printing. .. Shift+Ctri+9 Address?
m
2
< 1C:\...\LD1DS_Test.pdf State DC j Zip 22222 Comry USA
%1 2c:\..\DGuide pdf than line 3)
o < . o
E Exit crl+Q s J Zp —
B - Prefc Full Name
© Telephone 202-222-2222 Contact Mr, Jc@mmame E-mail Contact Emailgimail.com
ezt 6 General description of registrant’s business or activities
Business description or activities
| CTTENT i rass. 3 tan o 5 — ~
a2 = L o3 b bl © =] H
4 | =

e Savetheform using the appropriate naming convention;
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NOTE: Itisimportant to perform
these steps BEFORE you begin
working with the form to ensure the
template does not get modified.

Save As @ @

Savein: | I Lobbying Disclosure Forms v o s -

&

My Recent
Documents

Desktop

My Documents
—1
s
Ity Computer
“:'] File name: LD1D5_MewClient Template]pdf hd
.
My Network | Saveastype: | Adobs PDF Files ("pdf) v

e Click the Save button.

To reuse atemplate:

e  Open the template you want to usein Adobe Reader;

e Select Save As on the File menu and give the form a unique
name according to your naming convention.

Form Stages, Navigation, and Functions

It is recommended that you become familiar with the features and functions of the

L obbying Disclosure forms before you begin working with them. Understanding
how they perform will help you avoid commonly reported problems with completing
and filing forms.

Stages

Forms have two states; the Edit mode and the Filing mode. When aformis
downloaded from the Clerk’ s website, it isin Edit mode. Y ou can create templates
and complete the formin this state. When the form is ready to be filed, the Form
Complete process will changeit to Filing mode so that it can be signed and
submitted electronically.

Y ou can determine the state of your form by reviewing the buttons that are available
when you are working on it.

Navigation

Navigation buttons are blue and appear where appropriate in the form. They will
help you navigate to set locations on the form.

e  Go to Form Complete button:

Go fo Form Complefed” Hl
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This button is located at the top right hand corner of every page and
will allow you to jump to the ‘Form Complete’ button;

e AdobePage Number and Scroll bars:

0] Lactivitias on behalf of the cliznf) I M Afehod B Renortine amaunrs omder saction S133/EEY of h

Ad |

a o s | b bl | @ 0

Y ou can use the Adobe Reader paging buttons that appear at the bottom
of the screen to page forward or backward, select a specific page
number, or jump to the beginning or end of the form. You can also use
the scroll bars on the right hand side of the window to move up and
down.

Functions

Forms have several functions that will simplify preparation and increase accuracy in
your filings:

e Instructions have been added to form fields:

Lobbying Disclosure Act of 1995 (Section 5) - All Filers Are Require

— —
1. Registrant name Organization D Individual
Organization
2 Address Ix‘
£ CREES O |Enter the name of the organization reg\strant.|
Address] Address 2

To display help, smply hold your cursor over the field you want more
information about;

o Alertsaredisplayed automatically if you enter dataincorrectly or make
aninvalid selection on the form;

Lobbying Disclosure Act of 1995 (Section 5) - All Filers Are Require

1. Registrant name Organization D Individual
Organization
o Addsecs O |Enter the name of the organzation regstrant. |
Address] Address 2

e Theform checks the data entered for compliance with filing
requirements and alerts the filer about problems that must be fixed,;

e Dynamic features allow extra pages to be added for information that
will not fit on the basic form;

NOTE: Paper filingsare no longer e  When theform is complete and the data validated, it can be signed
accepted by the House. You must, with adigital signature submitted electronically;
however, file new registrations with

e Theform can also be used by filers who want to compl ete the form

the Senate on paper. on acomputer and then print and submit by mail or hand delivery.

All functions to complete and file your forms have been built in and are available
using buttons that are located in pertinent locations throughout the form.
Functionality will vary based on the state of your form. Forms are downloaded in
the Edit mode, and changed to Filing mode by the Form Compl ete process.
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Form Reset

e Form Reset:
NOTE: If you have added additional This orange button is visible in the top right hand corner of Page 1
pages to your form, they will be deleted. until your form is signed:

Clicking this button will remove all datain the form and resets the
fields to edit mode.

Edit Mode Buttons

Y ou can create templates, or edit your form whileit isin the edit mode. The buttons
listed below are available to assist you in moving to another location in the form, to
add more information or to add addendum pages when you do not have room for all
of the information.

e Add more data:
Go fo page 3 fo add more lobbying issues

These blue buttons are located directly above the fields where you can
add additional information;

e Add more pages.

NOTE: If you add pages to your
document and don’t use them, DO NOT
DELETE THE PAGE MANUALLY. The
Form Complete process will delete them

for you before you print or file the form. These orange buttons are located directly above the fields where

you can add additional pages. If you are adding a new issue page
onthe LD2-DSform, it is located at the end of the page;

e Form Complete:

Form Complete >
NOTE: Printingisa step inthe Form This red button initiates a multi-step process that validates the form
Complete process. and preparesit for printing and electronic filing.

While most functions work the same on both forms, there are several conditions on
each form that will behave differently.

e OntheLD1 form, supplemental information can only be added on the
third page;

e OntheLD2 form, you can add addendum pages for Specific Lobbying
issues and Lobbyist fields on a Lobbying Activity page until you are
ready to add anew one. When the new Activity pageis added, the
buttons to insert addendum pages from the previous Activity page are
removed.

Please see Preparing Forms for Electronic Submission for more information
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Filing Mode Buttons

The buttons listed below are available when the Form Complete process has finished.
They will help you sign and file your form electronically or return the form to Edit
Mode. These buttons are grouped together and listed at the end of Page 2 on the
LD1-DSform and at the end of page 1 on the LD2-DS form.

B | editForm > |} File with House >

Senate Password | | File with Senate >

—
Sienature Date 6/10/2006

e Filing Instructions:

Theblue ‘I’ button displays additional instructionsto file your form
electronically;

e Edit Form:

The gray Edit Form button removes the signature line and filing
buttons and displays the add information and page buttons;

e Signature Line and File with House:

Thered arrow on the signature line allows you to insert your digital
signature certificate. The gray File with House button displays the
Form Upload Page after you have signed your form so that you can
submit it electronically to LRC;

e  Senate Password and File with Senate:

The Senate Password text field allows you to enter your assigned
Senate password. The gray File with Senate button is active after you
have entered your Senate Password so that you can submit the filing
electronically to OPR.

Please see Signing and Submitting Forms Electronically for more information

Completing Forms

General Guidelines

To avoid the most commonly reported problems, it is recommended that you adhere
to the guidelines listed below when you work with Lobbying Disclosure forms:

If you use Adobe form features you e DO NOT usethe Adobe features to manage pages or sign your
will corrupt your document and you form:
will have to start all over again with

The forms have built in functions to add and remove pages,

a blank form. certify the document, and sign it;

o ALWAYSreview and follow the instructions that pop up in message
boxes on the screen:

The form will tell you if there is a problem that must be resolved before
it can befiled;
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Entering Form Content

To complete your forms:

You may also copy and paste material
from other documentsinto text fields.

L ocate the form you want to work with;

Double click on the form name to open it in Adobe Reader, and;
Complete the fields for each page by:

e Clicking on text fields and typing the information;

Organszation Type data h ere|

—

e  Selecting options from a checkbox by left clicking on the box, and;

Midyear (January 1-June30)

e  Selecting values from pull down lists by left clicking on the menu;

Ja. Contact Nam
Prefix Full

To move to the next field, press the tab key or click on the field with
your mouse. In some cases, your selection may control the movement
of the cursor to the next appropriate field.

It is recommended that you use the Form Complete process to validate
your form when it is complete to ensure that al required fields are
compl eted.

Please see Appendix A - Completing the LD-1 form and Appendix B - Completing
the LD-2 form for detailed instructions on completing form fields
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Understanding House ID Numbers

When anew lobbying firm, or individual, registers with the House, aunique ID is
created for that registrant. Each time anew client isregistered for that registrant, a
sequential 3 digit number is created and combined with the registrant ID to create the
House ID for that client, as shown in the example below:

Complete House ID number: 12345678

Registrant ID Client ID
(First 5) (Last 3)

For example, lobbying registrant K Street Incorporated has three clients:
Constitution Group, Independence Group, and Democracy Group. K Street
Incorporated’ s House | D numbers are as follows:

(8 digits)

Registrant Name: K Street Incorporated 12345
Constitution Group 12345000
Independence Group 12345001
Democracy Group 12345002

Notice that the first 5 digitsin this example remain the same, since al three clients
are registered for the same lobbying firm.

When you register anew client, you will use thefirst 5 digits, which isthe registrant
portion of your House ID. When you file alobbying activity report, you will use the
full 8 digit House ID for each client.
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Validating Forms

When you have completed your form, you should validate and save it. Thiswill
delete blank pagesin your form, ensure that all required fields are complete, verify
that your entries are formatted correctly. After your form has validated, save it so
that it can be filed electronically.

To validate forms:

You may repeat this process until all
the entries have been corrected.

Click the Form Complete button;

| | e —

Printed Name and Title Carlton Blake, Vice Pres.

A validation processisinitiated that checks the required entries on your
form for errors.

~REPORT
@ te This Page

JPRs Lobby Disclosure Filing: LD-2 Form Validation

1.Red @ Please carrect these errars...

Line 4: To file electronically, a valid email is required.
Line 7: If all lobbying is conducted on behalf of the registrant, check ‘Self*, IF
ok, the client's name is required.

244

comny USA
e oo s e g
k comty GBR
Cay -
4a. Contact Name b, Telephone number ¢ E-mail 5. Senate ID #
Prefix  Full Name
Mr j Carlton Blake 814-222-3333 20000002-1763
7. Client Name mE € House D=
37702000

If there are errorsin your form, they are displayed in a message and
highlighted in yellow on your form;

Click the OK button when have finished reviewing the errors.
Y our cursor will be returned to the first field that needs to be
corrected;

Click the Form Complete button again when you have corrected
all the entriesin your form;
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Lobby Disclosure Filing: LD-2 Reporting Steps -- Validation @

Vour form validated successfully. IF you want to use this completed form as a
&/ starting paint For Future filngs, you should save the dacument now. Are you
ready to continue?

Click the ™o’ button if yau have not saved the form and you will be prompted
with instructions on how to do s0. This is recommended so that you can reuse
the file, if needed.

Click the "fes' button if you have already saved the form. All empty or unused
pages will be deleted and you will continue to the signature screen,

When there are no errorsin your form a message is displayed that
validation was successful.

e Click the No button;

e Click thediskette icon, or select Save from the File menu.

A complete, saved version of your form is now ready to be filed. If you experience

problems signing or filing your form, you can always go back to the completed form
andfileit again.
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Preparing Forms for Filing

The steps to prepare a Lobbying Disclosure form for electronic submission are the
same regardless of whether you are working on a PC or aMacintosh. This appliesto
all versions of the forms and Adobe Reader. Any discrepancies that may occur
between versions of either the form or Adobe Reader will be listed in the notes
section on the left hand side of the page.

The examplesin this section were created using Microsoft Windows. Filersusing
Macintosh computers will have different screens for browsers and locating forms
that are not displayed in this section.

General Guidelines

To avoid the most commonly reported problems, it is recommended that you adhere
to the guidelines listed below when you work with Lobbying Disclosure forms:

e USETHE FORM COMPLETE BUTTON TO INSERT YOUR
SIGNATURE:

The Form Complete process will insert the signature line and filing
buttons for you. If you use the Adobe ‘ Sign’ function in the toolbar
your form will not be accepted.

The Form Complete Process

The Form Complete process performs three important functions to prepare your form
for electronic filing:

e Validation — Document entries are checked for compliance with filing
requirements and ensures that fields are completed correctly;

e Form Preparation — Blank pages and editing buttons are removed so
that the document can be printed and submitted electronicaly;

e Filing —Inserts the current date in the Signature Date field and
displays the signature line and filing buttons so you can sign and
submit your form.

If you are working on a PC, you can run the Validation and Form Preparation
processes in Adobe Reader, but you must open the form in the browser to prepare the
form for electronic filing. When you are ready to file it, open the completed formin
abrowser and run the entire Form Compl ete process.

See Appendix E for more information on opening formsin a browser

If you are working on aMac, you can run the entire Form Complete processin
Adobe Reader.

20 e Preparing Forms for Filing Public User Guide Lobbying Disclosure Electronic Filing System



To prepare your form for filing:

You may repeat this process until all
the entries have been corrected

NOTE: If you made changesto the
form, it is recommended that you
click the No button and save the
formto ensure you have a
completed version before you fileit.

e Click the Form Complete button;

I I Revems Cade

Printed Name and Title Carlton Blake, Vice Pres.

A validation processisinitiated that checks the required entries on your
form for errors.

jPunN Lobby Disclosure Filing: LD-2 Form Validation

1. Reg @ Please correct these errors...
Line 4: Ta file electronically, a walid email is required.
3 Line 7: If all lobbying is conducted on behalf of the registrant, check 'Self'. IF
e not, the client's name is required.
A
Commy USA
k Cowmry  GBR
Coy - .
4a. ContactName b. Telephone number . E-mail . Senate ID #
Prefix Full Name
Mr._~|Cariton Blake 814-222-3333 200000021763
7. Chent Nams I:l Salf 6. HouzeID#
37702000

If there are errorsin your form, they are displayed in a message and
highlighted in yellow on your form;

e Click the OK button when have finished reviewing the errors.

Y our cursor will be returned to the first field that needs to be
corrected;

e Click the Form Complete button again when you have corrected

all the entriesin your form;

Lobby Disclosure Filing: LD-2 Reporting Steps -- Validation E|

\::J ‘¥our Lobby Disclosure Report Form validated successfully.
.

If wou wanlk to use this completed form as a starting point for future filings, you
should save the document now,

To save the Form click the 'Na’ buttan and vou will be prampted with instructions
on how ko save the Form,

¥ou can return here after you save the Farm to print and prepare For electronic
filing.

If wou have already saved the form and vou are ready to continue, click the
“es' button. All empty or unused pages wil be deleted.

When there are no errorsin your form, a message is displayed that
validation was successful;
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Click the Yes button:

Lobby Disclosure Filing: LD-2 Reporting Steps -- Print Form E|

NOTE: If you are using Adobe Reader
7., blank pages are not deleted. DO 3/
NOT DELETE THEM MANUALL. Your
formcan still befiled electronically.

Do you want ka print a copy of the farm before it is signed?
Click the "es' button to print an unsigned copy of the Form.

Click the 'Mo’ button ko continue preparing the form For electronic submission.

All blank pages, labels, and editing buttons are removed and a
message is displayed asking if you want to print the form;

e Click Yes if you want to print the form, or;
e Click No to continue without printing;
Lobby Disclosure Filing: LD-2 Reporting Steps -- Sign the Form E|
NOTE At thl S pOI nt bl ank pages CannOt € Areyou ready to sign the document and file it electranically?
be re-inserted but you can edit existing > _
To file Farms online, you must:
pages_ - Have an ACES digital signature loaded on your computer; and
-- Have an active internet connection.

If yOU are wor ki ng onaPC a.nd your Click the "Yes' button to continue prepating the form for electronic submission,
form |S Open | n Adobe Reader, the Click the Mo’ button if you are not yet ready ko file this document and want b

return b the Form,

processis stopped and a message is
displayed telling you that you must open
theformin a browser.

A final messageis displayed asking you if you are ready to file
your form;

e Click No if you want to return to the form;
e Click Yes to continue;

Adobe Acrobat El

] The document has been scrolled and zoomed to the page containing the
"‘II) signature field, The signature field has been highlighted with a dotted line. Click
5 on the field with the hand toal to sign the document.

[ oo nat: show this message again

A message may be displayed telling you that the form has been scrolled
and zoomed to the field where the digital signature will be attached;

e Click OK;
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nl Edit Form > File with House >
Senate Password | File with Senate >

—
Signature Date 6/10/2006

The signature line and filing buttons are displayed;
e Save theform.

Y ou are now ready to file your form with the Senate or sign and file your form with
the House.
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Signing and Submitting Forms

To file your Lobbying Disclosure forms electronically you must have an ACES
digital signature, abrowser, and an internet connection. If you arefiling
electronically with the Senate, you must have a Senate password. The steps to
submit forms vary depending on whether you are working on a PC or a Macintosh
computer and which version of the form you are using.

See Applications and Forms for more information

General Guidelines

To avoid the most commonly reported problems, it is recommended that you adhere

to the guidelines listed below when you file Lobbying Disclosure forms:

This change has been implemented
for version 4.07 of the LD forms.
This change will allow you to use
using Adobe Reader 7.

CLICK THE RED ARROW ON THE SIGNATURE LINETO
INSERT YOUR SIGNATURES:

If you try to sign your document using the Signature Tab under
Bookmarks in Adobe, you will disable the filing functions on your
form.

DO NOT USE PERSONAL SIGNATURES:

Y ou must use an ACES Digital Signature to file your form with the
House;

SAVE THE FORM BEFORE YOU SIGN IT:

If you have problems filing it, you can go back to the completed
version and insert the filing buttons and signature line again;

LD FORM VERSION 4.07 ONLY - SAVE THE FORM AFTER
YOU SIGN IT:

Due to changes in the filing process, you must submit your saved
form with the signature on it;
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e DONOT TRY TOFILE YOUR FORM WITH THE HOUSE AND
SENATE AT THE SAME TIME:

Y ou can use a completed L obbying Disclosure form to file with both
the House and the Senate, but when aform is digitally signed, it is
locked and cannot be altered; the electronic filing process for each
Chamber must be executed separately.

L Sleioed & Farpaoiie o |
| Ervemue Code I
Il:_ Edi Form > || File with Howse > |
¥ 4 1
Janate Passwerd | || Fiba weth Senate =
-
Siemansre _ Date 1132006

Printed Name and Title @Filer Signature
LD (R, 4104

To simplify the filing process, it is recommended that you use the
completed version of your form to fileit electronically.
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Signing and Filing Forms with the House

House Filing Process

Each form that is filed with the House is checked to verify that the form has been
signed with avalid ACES digital signature, that it has not been altered since it was
signed, and that the registration data in the form matches existing records. After you
have submitted your form, you will receive several messages from the system to
notify you of the filing status:

When your filing is received:

e A receipt confirmation noticeis displayed in the browser:

ttp:/flcstest?.us. house.gov - Lobbying Disclosure Submission - Microsoft Internet Explorer

© File Edt View Favorites Took  Help i

OBack M > Iﬂ \g 7;\1 /..-\JSearch ‘f‘\'\_/Favorites v@) <] - \4 Iﬂ = 4] ﬁ fi

» &0
LOBBYING DISCLOSURE OFFICE OF THE CLERK

U.5. HOUSE OF REPRESENTATIVES

[

1l

Filing Status: Received

This message only acknowledges the receipt of your document. In no way is it intended to serve as an evaluation of that filing
or as a guarantee that you are compliant with your filing requirements.

Your lobbying disclosure has been received and the confirmation nurmber is listed below:

Receipt confirmation number: 100107420
Received: Friday, June 23, 2005 11:43:27 AM

When your form has been processed, you will be notified of the status of your filing via the email address listed on page one (1)
of your form.

@ Cclick here to print this receipt for your records.

http://clerk.house.gov/pd

< >

:g'] javascriptiwindow. prink() B Internst

After your filing is received, several processes occur:

e A process extracts the signature in your document and sends it to the
ACES certificate authority for validation;

e |f thesignatureisvalid, and your filing isfor an existing registration,

e Theregistrant, client and House ID datais extracted and compared to
existing Lobbying disclosure records.
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When your filing has been processed, the results are e-mailed to the point of contact
email address entered on the form. Several results are possible:

e |f thesignatureisvalid and the record matched:

B [ obbying Disclosure E-Filing is Successful - Message (HTML)

I Flle Edt Mew Insert Format  Tools  Actions  Help

From: E-filing Sent:  Fri6f23/2006 11:44 AM
Ta

Ce

Subject:  Lobbying Disclosure E-Filing is Successful

Lobbying Disclosure Electronic Filing
Office of the Clerk
L5 House of Representatives

Filing Status: Successful

Your lobbying disclosure for CLIENT 1, received on Friday, June 23, 2006 11:43:27 AM, has been filed
successfully

Office of the Clerk Website

Please do not respond to thiz e-mail. This mailbox is unattended.

Y ou will receive a message that the filing was successful;

e |f youdid not sign the form with avalid ACES digital signature:

B | obbying Disclosure E-Filing Failed - Message (HTML)

! Fle Edt %ew Insert Format Tools  Actions  Help

From: E-filing Sent:  Tue 5/30/2006 2:18 PM
To:

(G

Subject:  Lobbying Disclosure E-Filing Failed

Lobbying Disclosure Electronic Filing
Office of the Clerk
L3, House of Representatives

Filing Status: Failed

Your lobbying disclosure filing has failed digital signature validation and cannot be processed. The filing
receipt number, date received, and error are listed below

Receipt confirmation number: 100107087
Received: Tuesday, May 30, 2006 2:18:03 PM
Digital Signature Error: (1) Your digital signature has been revaked

Pleage resolve the problem with the vendor that issued your digital signature and re-file your form.

Click here for more information on digital signature vendors.
Office of the Clerk Wehsite

Flease do not respond to this e-mail. This mailbox is unattended

Y ou will receive a message that the filing failed due to a specific
problem with your signature. Please contact your certificate authority.
Y ou can re-file your form when the issue is resolved,;
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o If your signature was valid, but the Registrant Name, Client Name or
House ID did not match existing records on file:

= | obbying Disclosure E-Filing is Pending Review - Message (HTML)

! Fle Edit Yiew Insert Format  Tools  Actions  Help

From: E-filing Sent:  Tue 6/13/2006 4:29 PM

Subject:  Lobbying Disclosure E-Filing is Pending Review

Lobbying Disclosure Electronic Filing
Office of the Clerk
1.5, House of Representatives

Filing Status: Pending

Your lobbying disclosure for CLIENT B, received on Tuesday, June 13, 2005 4:28:34 PM, is under
review for one of the following reasons:

= 'fou have filed a new Lobbying Registration form, or;
e The House ID nurmber on your Lobbying Report form does not match the House D, Registrant
narme, ar Client narme currently in our database.
A follow-up e-mail will be sent when the review is completed to notify you of the status of your filing
Flease contact the Legislative Resource Center, 202-226-5200, if you have any questions.

Office of the Clerk Wehsite

Flease do not respond to this e-mail. This mailbox is unattended.

Y ou will receive a message that the filing is Pending Review;

e When the Records and Registration staff have reviewed your filing a

message is sent with the results:

e |f theregistrant or client names were updated to match your
filing:

B [ obbying Disclosure Electronic Filing - Approved - Message (HTML)

I Fle Edt View Insert Format  Tools  Actions  Help

From: E-Filing Senk: Wed 6/7/2006 3:00 PM
Tan

Ce

Subject:  Lobbying Disclosure Electranic Filing - Approved

Lobbying Disclosure Electronic Filing
Office of the Clark
U.S. House of Representatives

Filing Status: Approved

Your lobbying disclosure for QA TEST CYCLE 4_0_7, received on B/7/2006 2:58:57 PM, has been filed
successfully. The assigned House |D for this client is: 50210000,

Office of the Clerk Website

Y ou will receive a message that the filing was approved,;
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e If theHouse ID on your form does not match existing records:

B [ obbying Disclosure Electronic Filing - Rejected - Message (HTML)

: Fle Edit Wew Insert Format Tools  Actions  Help

From: E-Filing Sent:  Tue 6/13/2006 3:13 PM

Lol
Subject:  Lobbying Disclosure Electronic Fiing - Rejected

Lobbying Disclosure Electronic Filing
Office of the Clerk
1.5, House of Representatives

Filing Status: Rejected

Your lobbying disclosure for House D 50213001 CLIENT 2, received on 6/13/2008 3:11:558 PM, has
heen rejected for one of the following reasons:

- The House 10 # on your LD2 farm is incorrect;

- You have selected Mew Registration' on your LD form, and our database indicates
that you are already registered for existing clients. To register a new client, please
select Mew Client for Existing Registration’ on your LD1 form and enter the existing
five digit root of your House 1D

Please correct your form and re-file it

If you are unsure of your House ID, click on the link below to search for it. If you have additional
guestions, contact the Legislative Resource Center 202-226-5200

To locate your House ID: hitp:ficlark. house. gowipdfhouselD.htrml

Please do not respond to this e-mail. This mailbox is unattended

Y ou will receive a message that the filing has been rejected. If this
occurs, you can locate the correct House ID on the Office of the Clerk
website. You will need to update your completed form and file it

again.

Signing and Filing on a PC

To submit your form electronically on a PC, you must open the saved, completed
formin aweb browser. Because the processto sign and submit forms to the House
has been modified for Adobe version 7, separate instructions have been written based
on the version of the form you are using.

Thereis only one difference between the old and new forms. In previous versions,
which only worked in Adobe Reader 6, you signed and filed the form directly to the
House without saving it. In the current version, you must create a copy of the form
with the signature on it and upload the signed copy to the House.

Because of the change in process, you may till file older versions of the Lobbying
Disclosure formsif you are still using Adobe Reader 6; the sign and filing process
remains the same. |f you have upgraded to Reader 7, you must download
version 4.07 of the forms, complete them again, and use the new filing processto
submit them.

See Appendix E for more information on opening formsin a browser
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LD Form Version 4.04 — 4.06

e  Open the completed form in a browser;

B [ edtFom> | Fle with House > |
Senate Password | || File with Senat= = |

Signature f} Date 1212172005
W

Printed Name and Title Carlton Blake, Vice Pres.

e Click thered arrow onthesignature line. A warning message may
be displayed notifying you about trusting the source of the document;

o |f thismessageis displayed, click the Continue Signing button;

e Thelnsert Signature window is displayed with alist of installed
signatures;

See Appendix D if your signature does not appear on the list

Data Exchange File - Digital ID Selection &|

Please select a Digital ID to use to sign this document.,

Iy Digital IDs
Mame Issuer Expires Default |
Carlton Blake DST ACES Unaffili.,. 2007.06,30 18:0...  signing |

Add Digital 10

Digital ID Selection Persistence
() Ask me which Digital ID to use next time
() Use this Digital ID until T close the application
(®) Always use this Digital 1D

If you selected to always use a specific signature when you installed it,
this message will not be displayed;

e |f Digital ID Selection messageisdisplayed, select adigital
signature certificate and click the OK button;

Apply Signature to Document El

l To complete the signing process click 'Sign' to sign to apply the Digital Signature to the
dacurnent. After signing you can create a local copy of the signed document using the 'Save a
Copy of the File' toolbar button,

Signature Details
Signing as Carlton Blake Wiew Digital ID. .

Reasan For Signing Document: (select or edit)

I am the author of this document

I have reviewed this document

1 am approving this dacurent

I attest ko the accuracy and inkegrity of this document .
I agree ko the kerms defined by the placement of my signature an this dacument

I agree ko 'specified’ portions of this document
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The Apply Sighature to Document window is displayed:
e Select areason for signing from the pull down menu, if needed;

More than one option to sign your form may be displayed depending on
the version of Reader you are using:

Apply Signature to Document El

l Ta complete the signing pracess click 'Sign' ko sign ko apply the Digital Signature to the
document. After signing you can create a local copy of the signed document using the 'Save a
Copy of the File' toolbar button,

Signature Details

Signing as Carlton Blake

Reason For Signing Document: (select or edit)

: T am the author of this document \7‘

Show Optians ==
e

e Click the Sign button, or;

Save as Certified Document - Sign El

l Ta complete the signing pracess you must apply the Digital Signature to the document by saving
the document. In case vou need to later make changes to the orginal, it is recommended that
yau create a new signed copy of the document using 'Sign and Save As'

Signature Details

signing as Carlton Blake ‘iew Digital 1D, ..

Reason For Signing Document: (select or edit)

| <nonez v

Show Options ==

I Help ] [ Sign and Save As..% [ Sign and Save ] I Cancel

e Click theSign and Save As button. You will be prompted
to save the form with a different name;

Certificate Security - Alert

] ‘¥ou have successfully signed this docurment.
Sy

[l o not: show this message again

A certificate Security Alert is displayed that you have successfully
signed your document;
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e Click the OK button:

BB | Ecit Form > |} File with House >

Senate Password File with Senate >

Sienature ﬁg"ﬁ'ﬁﬂ Blake

Date 6/10/2006
DO NOT CLICK THE BUTTON This signature is now attached to your form and ready to be filed
MORE THAN ONCE. The electronically. Do not save your form again. You must file it after
transmission time for your document signing to avoid document modifications that will cause your filing to
will vary depending on the speed of fail;
your connection and the size of your

e Click the File with House button;

form.

22 http:/llcstest2.us. house.gov - Lobbying Disclosure Submission - Microsoft Internet Explorer

© File Edit Vew Favorites Tools Help f'

eBack = J \ﬂ Iﬁ h /._\J Search ‘-‘;::.(Favor\tes {‘3 <] - :6 .ﬂ @ _I ﬁ 3

U.5. HOUSE OF REPRESENTATIVES

4 __gaml ’I_h |
LOBBYING DISCLOSURE : OFFICE OF THE CLERK
: l
— - 3

Filing Status: Received

This message only acknowledges the receipt of vour document. In no way is it intended to serve as an evaluation of that filing
or as a guarantes that you are campliant with your filing requirerments.

Your lobbying disclosure has been received and the confirmation number is listed below:

Receipt confirmation number: 100107420
Received: Friday, June 23, 2006 11:43:27 AM

When your form has been processed, you will be notified of the status of your filing via the email address listed on page one (1)
of your farm.

@ _Cclick here to print this receipt for your records.

http://clerk.house.gov/pd

< | e

@‘I javascript:window, print{) ® Internst

When your filing has been received a receipt confirmation number will
be displayed. Please print this receipt for your records.

After your form is processed, you will receive an e-mail notification with the status
of your filing.
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LD Form Version 4.07

e  Open the completed form in a browser;

B [ edtFom> | Fle with House > |
Senate Password | || File with Senat= = |

Signature f} Date 1212172005
W

Printed Name and Title Carlton Blake, Vice Pres.

e Click thered arrow onthesignature line

Alert - Document Is Not Certified

‘ou are about to sign an uncertified dacument. The document could have been altered without
the author's consent. Unless vou received this File From a trusted source, vou may not wish to
sigr ik,

[Contlnue Signing. .. ] [ Cancel

A warning message may be displayed notifying you about trusting the
source of the document;

o |f thismessageis displayed, click the Continue Signing button;

The Insert Signature window is displayed with alist of installed
signatures:

See Appendix D if your signature does not appear on the list

X

Data Exchange File - Digital ID Selection

Please select a Digital ID to use ta sign this document.

Iy Digital IDs
Marme Issuer Expires Default
Carlton Blake DST ACES Unaffili... 2007.06.30 18:0...  signing |

Add Digital ID

Digital ID Selection Persistence
() Ask me which Digital ID ko use next time
() Use this Digital ID until I close the application
(%) Always use this Digital ID

If you selected to always use a specific signature when you installed it,
this message will not be displayed;
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If this message is displayed, click the OK button;

Apply Signature to Document

é Ta complete the signing pracess click 'Sign' ko sign ko apply the Digital Signature to the
docurnent. After signing you can create a local copy of the signed document using the 'Save a
Copy of the File' toolbar button,

Signature Details

Signing as Carlton Blake

Reason For Signing Document: (select or edit)

=]

<MONE >

I am the author of this doo

I have reviewed this document

1 am approving this dacurent

1 attest to the accuracy and integrity of this document .
1 agree to the terms defined by the placement of my signature on this document

I agree to 'specified’ portions of this document

The Apply Signature to Document window is displayed:
Select areason for signing from the pull down menu, if needed;

More than one option to sign your form may be displayed depending on
the version of Reader you are using:

Apply Signature to Document El

4 Ta complete the signing pracess click 'Sign' o sign ko apply the Digital Signature to the
document, After signing you can create a local copy of the signed document using the 'Save a
Copy of the File' toolbar button,

Signature Details

signing as Carlton Blake

Reason For Signing Document: (select or edit)

| T am the author of this document v ‘

Show Options ==
e

e Click the Sign button, or;

Sawve as Certified Document - Sign El

4 To complete the signing process you must apply the Digital Signature ko the document by saving
the document. In case you need ka later make changes ko the orginal, it is recommended that
you create a new signed copy of the document using 'Sign and Save As'.

Signature Details

Signing as Carlton Blake ‘Wiew Digital ID. .

Reasan For Signing Document: (select or edit)

| <nore> ¥

Show Options ==

I Help ] [ Sign and Save As..% [ Sign and Save ] I Cancel
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e Click the Sign and Save As button. Y ou will be prompted
to save the form with a different name;

Certificate Security - Alert

> ‘¥ou have successfully signed this document,
1)

[ Do nok show this message again

A certificate Security Alert is displayed that you have successfully
signed your document;

e Click the OK button:

N [ st Form > | [ File with House >
Senate Password | File with Senate >

Sienature %’fﬁ“" Blake Date 6/10/2006

This signature is now attached to your form and ready to be filed
electronically. If you did use the Sign and Save As button to sign your
form, YOU MUST CREATE A NEW VERSION OF YOUR FORM
AFTER YOU SIGN IT IN ORDER TO UPLOAD IT. IFYOU
SUBMIT THE FORM WITHOUT THE SIGNATURE, THE FILING
WILL FAIL;

e Click the Diskette, or Save a Copy, icon on the Adobe toolbar:

‘gl C:\Documents and Settings\Kimberly\My Documents\Work Files\LD\LD2DS_Rev4_7PC_testing.pdf - Microsof... |T||E|&|

 File Edit GoTo Favorites Help o

€ > |ﬂ @ ;ﬁ /._‘J Search \:1'\'( Favorites ve} 1~ &g = _J @ 'ﬁ

B[O @ &-C[H e e m -l L

s

w ~
@ Go o F jeted" =
E Go to Form Completed’ =
g Cletk of the House of Representatives Secratary of the Senate
bl Legislative Resowce Center Office of Public Records
. B-106 Cannon Building 232 Hart Building

Washington, DC 20515 Washington, DC 20510

Pages

LOBBYING REPORT

Windows Explorer isdisplayed. Select the location where you want to
save your document and give it a new name according to your naming
convention;
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NOTE: If you know the path of
your signed form, you can simply
enter it in the text field.

e Click theFile with House button;

Lobby Disclosure Filing: LD-2 Steps -- Saving Form Before Filing

9 , Have you saved this form since you signed it?
g,
The process to file your form with the House now requires that you creste
a copy of your form after it has been signed.

- Click 'Mo" if you have not saved the form. To create a copy of your form
with the signature, dick the 'Save A Copy' icon on the toolbar.

- Click "Yes' if you saved the form when you applied your signature, or if
you created a copy of your form after signing t. The Lobbying Disclosure
Form Upload Page will be displayed so that you can file your signed
document with the House.

A message is displayed reminding you to save the document before
filing it;

e Click the Yes button;

bbying Disclosure Form Upload - Microsoft Internet Explorer

: File Edt View Favorites Took  Help f'

eBack . = Iﬂ @ _h /.._\J Search ‘it(Favorites v@} <] - k_{ .ﬁ] = _] ﬁ 3

LOBBYING DISCLOSURE 2 OFFICE OF THE CLERK

U.5. HOUSE OF REPRESENTATIVES

g

Lobbying Disclosure Form Upload Page
The LD forms can be submitted from this page by completing the following steps:

1. Click the Browse button, select the signed form you want to submit, and click the OK button;
o The file path is displayed in the text box next o the Browse buthon;
o You may also type in the file location without using the browse button.

2. Click the Upload PDF button to submit your form to LRC.

A message is displayed with a confirmation humber when your form has been submitted.
You will receive an email with the status of your filing from LRC after your form has been processed.

| H Browse...

Upload PDF

@ Done 4 Internet

The PDF Upload pageis displayed,;
e Click the Browse button;
Windows Explorer is displayed;

e  Select the location where you saved the signed version of your
document and click OK:

The location of your signed form is entered in the text field;
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DO NOT CLICK
THE BUTTON
MORE THAN
ONCE.

The transmission
time for your
document will vary
depending on the
speed of your
connection and the
size of your form.

e Click the Upload PDF button;.

2N http://lcstest2. us. house.gov - Lobbying Disclosure Submission - Microsoft Internet Explorer

© File Edit View Favorites Tools  Help :

eBack ML~ Iﬂ @ h /I._\J Search ‘:T::(’ Favotites @} <] - .__7_ .)_’:I - 4] ﬁ '3

OFFICE OF THE CLERK

U.5. HOUSE OF REPRESENTATIVES

AN J

LOBBYING DISCLOSURE - j l |
| ; [

— & i '.

Filing Status: Received

This message only acknowledges the receipt of your document. In no way is it intended to serve as an evaluation of that filing
or as 2 guarantee that you are compliant with your filing requirerments.

Your lobbying disclosure has been received and the confirmation number is listed below:

Receipt confirmation number: 100107420
Received: Friday, June 23, 2006 11:43:27 AM

when your form has been processed, you will be notified of the status of your filing via the email address listed on page one (1)
of your form.

& Click here to print this receipt for your records.

http://clerk.house.gov/ pd

< |

E:l jawvascript:window, prink() & Internet

When your filing has been received a receipt confirmation number will

be displayed. Please print this receipt for your records.

After your form is processed, you will receive an e-mail notification with the status

of your filing.
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Signing and Filing on a Macintosh

To submit your form electronically on a Macintosh computer, you must sign the
completed form in Adobe Reader, save it, and submit the signed form using a
browser. The processis the same no matter which version of the form you are using.

To Sign and File Lobbying Disclosure forms from a Mac:

e  Open the completed form you want to filein Adobe Reader;

Alert - Document |s Nox Certified

¥ou are about to sign an uncertified dogument. The document could buve been ahiered without the
suthes's content. Unless you received this file from a trusted source, you may not wish 1o gigs i

A dialog window is displayed concerning the status of the document;
e Click the Continue Signing button;

other entity for lobbying O Method A
F ! O MehodB. =
f O Mehod .

Il Siematwe S Datle 12072005 - |

Printed Name and Title _Filer Signaturo
LD2DS Rev. 405)

A signature line and buttons for you to file with the House and Senate
areinserted in the document;

n Edit Form > File with House >
Senate Password I File with Senate >

Signature % Date 6/10/2006

e Click thered arrow in the Signature field;

Select My Digital ID File

Digital 1D File: | KimCerebae 912 _:! " Find Your Duginal 1D File
Uier Paivward: |messsman 1 Mew Digital ID File...
(_Cancel ) (0N

A dialog window is displayed to select your Digital ID. If prompted,
enter the password for your Digital ID filein the User Password field;
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Click the OK button;

Apply Digital Signature - Digital ID Selection

Plexse sebect a Digital ID s wse 10 Sign thes doosment.
by Diigital IDs

| MHune A hsuer Engrifes Dhelfault
Kirnksarly § Lu DET ACES Un 2007.06.30 1

(" add Diginal 10}
Deya sl D Selection Persisiends
5 Ask me which Digital I b5 uss next time
: Lise this Deginal B wvil | close the application
;_; Abways use this Digital 1D

f Y

el {_Cance! ) (S0

The Apply Digital Signature window is displayed with alist of
installed digital signatures;

Select aname from thislist and click the OK button:

Provide a good faith estimate, rounded to the nea 20,000, T
. 2 2 s e e 2 accounting method. See instructions for description of options,
of all lobbying related income @ b tinms fimctedion o PP SRS
payments to the registrant by| pusing LDA definitions cnly
it : T0 camplete The siging pOCEss you must apply The DNgILal SiNAtUrE 10 he document by saving

activities on behalf of the clie £ o amace o she gt 1t recammended oo o puoder section 6033(bHE) of the
create a new sigmed copy of the Socument using Sign and Save As' fode
Signatare Detall

der section 162(e) of e Internal
Sagning a1 Kimberly § Luters, (Chow Digial 16 § under section 162{(¢) o tnal

Confirm Password. [sassnass

—_—
Reason for Signing Decument: (sebect or edity !m File with House >
[T - " —
<nane> | File with Senate >

| 1am the auther of this document

1 1 have reviewed this document

| lam g this document
"™ latmest to the accuracy and integrity of this document
Printed Name and Title @Fil¢ !2gree 1o the werms defined by the placement of my signatre on this document

= lagree to "specified’ portions of this document e

D205 (Rew 403)

The Apply Signature to Document window is displayed;

Enter the password you assigned to your digital signature, select a
signing reason if applicable, and click the Sign and Save As button;

Select alocation, name the file according to your naming convention,
and click the OK button;

Signature @:ﬁ on Blake

Printed Name and Title

NOTE: Thisstepisonly necessary
if you are using LD form version
4.04 —-4.06. Theupload pageis
displayed automatically in version
4.07

T ememeae———
I [catrom: || riewirmms |
Senate Password Fils with Senate =

Date 12/20/2005

Carlton Blake, Vice Pres.

The signature line is updated with your digital signature;
Close Adobe Reader;

Open your browser and go to the Macintosh Upload Page link
on the Clerk’ s website;
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The Lobbying Disclosure Form Upload Page isdisplayed;

2 Lobbying Disclosure Form Upload - Microsoft Internet Explorer

File Edit ‘%ew Favortes Tools Help T

eﬁack A | Iﬂ Iﬂ _:j /.-\J Search \‘_‘:‘\'(Favor\tes €‘} Q- :, (o] - _I ﬂ 3

LOBBYING DISCLOSURE OFFICE OF THE CLERK

U.S. HOUSE OF REPRESENTATIVES

Lobbying Disclosure Form Upload Page
The LD forms can be subritted fram this page by completing the following steps:

1. Click the Browse button, select the signed form you want to submit, and click the 0K buthon;
< The file path is displayed in the text box next to the Browse bution;
< You may also type in the file location without using the browse button,

2. Click the Upload PDF button to submit your form to LRC.

A message is displayed with a confirmation number when your form has been submitted.
You will receive an email with the status of your filing from LRC after your form has been processed.

‘ |[ Erowse... ]

Upload POF

&) Done ® Internet

e Click the Browse button to locate your signed form, or enter the
location in the text field;

e Click the Upload PDF button;

3 http:/ficstest2. us. house.gov - Lobbying Disclosure Submission - Microsoft Internet Explorer. a3
File Edit Wew Favorites Tools Help '

=

@Eack - Q |ﬂ @ :j /T\J Search ¢ Favorites 2) | [~ :, ] - #I g3

LOBBYING DISCLOSURE

U.S. HOUSE OF REPRESENTATIVES

\ anf
- OFFICE OF THE CLERK
L
=

Filing Status: Received

This message only acknowledges the receipt of your document. In no way is it intended to serve as an evaluation of that filing
or as a guarantee that you are corpliant with your filing requirements,

Your lobbying disclosure has been received and the confirmation number is listed below:

Receipt confirmation number: 100107420
Received: Friday, June 23, 2006 11:43:27 AM

Withen your form has been processed, you will be notified of the status of your filing via the email address listed on page one (1)
of your farm.

& _Click here to print this receipt for your records.

http://clerk house.gov/pd,

<

@j javascript:window. prink(}  Internet

When your filing has been received a receipt confirmation number will
be displayed. Please print this receipt for your records.

After your form is processed, you will receive an e-mail notification with the status
of your filing.
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Filing Forms with the Senate

The steps listed below are the same whether you are working on a PC or aMacintosh
with the following exception:

e PC users must perform these steps when the form is open in a browser;

e  Macintosh users must perform these steps when the formis openin
Adobe Reader.

To file your form with the Senate:

e Click the Form Complete button to insert the filing buttons;

] Method C. Raporting amounts under section 162(2) of the Internal
Fevenus Code

I] Edit Farm > File with Housa =
Senate Password |“* ’“’"’“*l | File with Senate =
(i
Signature Date 1201312005

Printed Name and Title ©Carlton Blake, Vice Pres.

LD-IDS (Rev. 404)

¥ Page 1 of_ 35

e Enter your password in the Senate Password field and click the File
with Senate button:

If you are working on a Mac, the browser window will be opened from Adobe Reader.

2 Draft Electronic Filing Menu - Microsoft Internet Explorer g@g]
¢ File Edit View Favorites  Tools  Help ’,'

: " ~ a . — ] : »
: @ Back ~ () \ﬂ IELI .I\J P ! Search . Favarites @Q M= ] - " ﬂ i‘i Links [

i Address g‘l https:{fopr.senate.gov/cgi-win/senpdf exe#HTML v ' &

Action To Take
“four Filing Wil Only Be Recorded Once Youve Clicked On The Button Below!

(You'l receive a printable acknowledgernent that your filing has been received.)
| Click Here To Officially Filel |

@ Cane é 0 Internet

A Filing Verification screen is displayed;
e Click the button to Officially File your document with the Senate:
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A Form LD-2 Filing Verification - Microsoft Internet Explorer IZHE|§|
’:'

{ File Edit VYiew Favorites Tools  Help

@Back i > | \ﬂ Ig ;ﬁ /.7\' Search '*EIT‘\'E’FaVUrites {_‘} ( s .,_,'_ _| ﬁ 'i% ;Links I i

i Address |E:| https:fopr.senate.gav/cgi-win/ss_rep_action.exe? v| =

Your Filing Has Been Recetved By The Secretary OF Senate's Office of Public Records!

Your confirmation number for this filing 1=: '20000002-2005-12132005133749'
[ Back To bain Page! ]

ﬁj Cane é ' Internet

When the filing has been received the web page is updated with a
confirmation number.

Please contact OPR if you have questions about your filing.
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Appendix A — Completing the
Registration (LD-1) form

Theinstructions listed below include both information relating to filing requirements
under the Lobbying Disclosure Law, and technical information about using the
registration form.

LINE 1. EFFECTIVE DATE OF REGISTRATION: Enter the date that the
registrant is retained by the client or first makes alobbying contact, whichever is
earlier. If the effective date is prior to the end of a semiannual reporting period, a
lobbying report form LD-2 must be filed detailing the activity for that semiannual
period. Enter the date in mm/dd/yyyy format. It is not necessary to put '0' in front of
asingledigit day or month.

LINE 2. HOUSE IDENTIFICATION NUMBER: The number to be placed in the
House ID field depends on the filing type:

e New Registrant -- Leavethisline blank if thisisan initia registration.
The House ID will be assigned by the Legislative Resource Center after
the registration is processed and will be unique to each registrant-client
relationship. After being notified of this number, useit in all
correspondence pertaining to this relationship.

e New Client -- Locate the House ID number for aregistration you have
previously filed. The first five digits of the House ID for that
registration represent your registrant identification. Enter those five
digits. Example: A registrant's House ID for an existing client is
32345004. To add anew client, the registrant will enter 32345, the first
five digitsthat identify the registrant. This number isrequired to
complete thefiling.

Please see Understanding your House ID for more information

e Amendment -- Enter the eight-digit number for the specific registration
to be amended. This number is required to complete the filing.

LINE 2. SENATE IDENTIFICATION NUMBER: If a Senate Identification
number has been assigned for this registrant-client registration, please enter it here. If
not, the Office of Public Records will assign this number.

See Contact Information for more information

LINE 3. REGISTRANT NAME AND ADDRESS: NAME: If theregistrant isa
lobbying firm or an organization employing in-house lobbyists, enter the full legal
name. If the registrant is a self-employed lobbyist, click ‘Individual’ to switch to
name fields, then select the preferred prefix and enter the first name and last name. If
you wish, you may enter a middle name with the first name or a suffix with the last
name. For future electronic filing, it isimportant to enter the name exactly the same
each time.
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ADDRESS: Enter the mailing address to which correspondence should be
addressed. A US mailing address and contact information is preferred. A full address
isrequired to complete the filing.

LINE 4. PRINCIPAL PLACE OF BUSINESS: Indicate the city, state and country
of the registrant's principa place of business, if different from the address on line 3.

LINE 5. TELEPHONE NUMBER, CONTACT NAME AND E-MAIL: Enter the
telephone number, including area code. Please use the (222)222-2222 or 222-222-
2222 format. A US telephone number is preferred. Select the preferred prefix (Mr.,
Ms., Mrs.), and enter the full name of the person to contact for any questions
concerning the registration. Enter the contact e-mail address. A telephone number,
contact name and e-mail addressin valid format are required to complete the filing.

LINE 6. GENERAL DESCRIPTION OF REGISTRANT'S BUSINESS OR
ACTIVITIES: Provide ageneral description of the registrant's business or activities,
e.g. ‘manufacturing,” ‘ computer software developer,” ‘law firm,” ‘public relations
firm,” ‘self-employed public affairs consultant,” ‘ social welfare organization,” etc.
The business description is required to complete the filing.

LINE 7. CLIENT NAME AND ADDRESS: For an organization lobbying on its
own behalf, check the box labeled 'SELF'. When 'Self' is checked, the registrant
nameisinserted in the client name line. The client address, principal office address
and business activity are 'skipped' and the focus movesto Line 10. An error message
will be given on an attempt to enter information in those fields.

For alobbying firm or self-employed lobbyist lobbying on behalf of aclient, DO
NOT check self. State the name and address of the client. Lobbying firms must file a
separate registration for each client. The client addressis required in this case.

LINE 8. CLIENT PRINCIPAL PLACE OF BUSINESS: If 'Self' is not checked,
indicate the client's principal place of business (city and state and country), if
different fromline 7.

LINE 9. GENERAL DESCRIPTION OF CLIENT'S BUSINESS OR
ACTIVITIES: If 'Self' is not checked, provide a general description of the business
or activities of the client (see instructions to line 6 for examples). The client address
isrequired in this case.

LINE 10. LOBBYISTS: List the name of each individual who acted or is expected
to act as alobbyist for the client identified on line 7. Enter the first name, last name
and suffix in the separate fields provided. If any person listed in this section has
served as a‘ covered executive branch official’ or ‘ covered legisative branch
official’ within two years of first acting as alobbyist for the client, identify that
person as a‘ covered official’ and state the executive and/or legidative position in
which the person served. Self-employed |obbyists must restate their names on this
line and indicate any covered status as described above.

At least one lobbyist must be listed to complete the filing. If more than five lobbyists
areto belisted, complete the first five, then click the blue ‘>* button in the right
margin labeled 'Go to Page 3 to add more lobbyists . Thiswill move the focus to the
'‘Additional Lobbyists' section on Page 3, where six more names may be added. If
more than eleven lobbyists are to be listed, go to the bottom of page three, click the
orange ‘>* button labeled 'Add an additional supplementary information page', and
continue adding lobbyists on the next page. When al lobbyists have been entered,
click the 'Return to page 2..." button in the right margin to return to Line 11.

LINE 11 LOBBYING ISSUES: Select categories from the following list that most
closely match the client's lobbying issue areas. The form provides alist of
descriptions and corresponding codes (for reference only) in a select box above the
fields where the codes are to be entered. Select each applicable code from the small
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select boxes on line 11. Enter as many as necessary to accurately reflect al actua
and anticipated lobbying activities. If more than nine lobbying issues apply, click the
blue ‘*>* button in the right margin labeled 'Go to page 3 to add more lobbying
issues. Thiswill move the focus to page 3, where nine more issues may be selected.

Please see Appendix C for acomplete list of Lobbying Issue Codes

LINE 12. SPECIFIC LOBBYING ISSUES: Identify the client's specific issues
that have been addressed (as of the date of the registration) or are likely to be
addressed in lobbying activities. Include, for example, specific bills before Congress
or specific executive branch actions. BE SPECIFIC, but brief. Bill numbers aone do
not satisfy the requirements for reporting on this line and restatement of the general
issue codeisinsufficient. Use the following format to describe legislation: BILL NO,
BILL TITLE, and DESCRIPTION OF THE SPECIFIC SECTION(S) OF
INTEREST:

‘H.R. 3610, Department of Defense Appropriations Act of 1996, Title 2, all
provisions relating to environmental restoration.’

For specific issues other than legidlation, provide detailed descriptions of |obbying
efforts. Do not leave line blank. No additional spaceis available, so please
abbreviate and enter the information in paragraph format to maximize space.

LINE 13. AFFILIATED ORGANIZATIONS: Identify the name, address, and
principal place of business of any entity other than the client that contributesin
excess of $10,000 toward the registrant's lobbying activities in a semiannual period
and in whole or in major part plans, supervises, or controls such lobbying activities.

Either 'No' or 'Y es must be checked. If 'No' is checked, the affiliated organization
lineswill be'skipped'. If 'Yes' is checked, at |east one affiliated organization name
and addressisrequired. If 'No' is checked after information has been entered in the
lines, the information will be deleted.

If more than three affiliated organizations are to be listed, complete the first three,
then click the blue ‘> button in the right margin labeled 'Go to Page 3 to add more
affiliated organizations. Thiswill move the focus to the '‘Additional Affiliated
Organizations' section on Page 3, where three more names may be added. If more
than six affiliated organizations are to be listed, go to the bottom of page three, click
the orange ‘> button labeled 'Add an additional supplementary information page',
and continue adding organizations on the next page. When all organizations have
been entered, click the 'Return to page 2..." button in the right margin to return to
Line 14.

LINE 14. FOREIGN ENTITIES: Identify the name, address, principal place of
business, amount of any contribution in excess of $10,000, and the approximate
percentage of equitable ownership in the client of any foreign entity that:

e holds at least 20% equitable ownership in the client or any organization
identified on line 13; or

e directly or indirectly, in whole or in major part, plans, supervises,
controls, directs, finances, or subsidizes activities of the client or any
organization identified on line 13; or

o Isan dffiliate of the client or any organization identified on line 13 and
has direct interest in the outcome of the lobbying activity.

Either 'No' or 'Y es must be checked. If 'No' is checked, the foreign entity lines will
be 'skipped'. If 'Yes' is checked, at |east one foreign entity name, address, principal
place of business, contribution amount and percentage of ownership isrequired. If no
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contribution was made and no ownership exists, enter zero in those fields. If 'No' is
checked after information has been entered in the lines, the information will be
deleted.

If more than two foreign entities are to be listed, complete the first two, then click
the blue ‘>* button in the right margin labeled 'Go to Page 3 to add more foreign
entities. Thiswill move the focus to the 'Additional Foreign Entities' section on Page
3, where three more names may be added. If more than five foreign entities are to be
listed, go to the bottom of page three, click the orange ‘>* button labeled 'Add an
additional supplementary information page', and continue adding entities on the next
page. When all entities have been entered, click the 'Return to page 2..." button in the
right margin to return to Line 14.

PRINTED NAME AND TITLE. Enter the name and title of the person who will
sign thefiling, either with adigital signature for electronic filing, or a handwritten
signature for paper filing. The signer must be the officer or employee of the
registrant who is responsible for the accuracy of the information contained in the
registration.

SIGNATURE. Form LD-1DS must be signed and dated by the officer or employee
of the registrant who is responsible for the accuracy of the information contained in
the registration.
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Appendix B - Completing the
Reporting (LD-2) Form

Theinstructions listed below include both information relating to filing requirements
under the Lobbying Disclosure Law, and technical information about using the
reporting form.

LINE 1. NAME: If theregistrant is alobbying firm or an organization employing in-
house lobbyists, enter the full legal name exactly as you originally registered. If the
registrant is a self-employed lobbyist, click 'Individual' to switch to name fields, then
select the preferred prefix and enter the first name and last name. If you used a
middle name, initial or suffix when you filed, enter amiddle name or initial with the
first name and the suffix with the last name. For future electronic filing, it is
important to enter the name exactly the same each time.

LINE 2. REGISTRANT ADDRESS. Enter the mailing address for
correspondence. Mark the box if the addressiis different than previously reported. A
full addressisrequired to complete the filing.

LINE 3. PRINCIPAL PLACE OF BUSINESS. Indicate the city, state and country
of the registrant's principa place of business, if different from the address on line 2.

LINE 4. TELEPHONE NUMBER AND CONTACT NAME. Enter the telephone
number, including area code. Please use the (222)222-2222 or 222-222-2222 format.
A US telephone number is preferred. Select the preferred prefix (Mr., Ms. Mrs.), and
enter the full name of the person to contact for any questions concerning the
registration. Enter the contact e-mail address. A telephone number, contact name and
email addressin valid format are required to complete the filing.

LINE 5. SENATE IDENTIFICATION NUMBER. This number, assigned by the
Office of Public Records, is unique to each registrant-client relationship. Enter the
number and use it in all correspondence pertaining to this relationship.

LINE 6. HOUSE IDENTIFICATION NUMBER. This number, assigned by the
Legidative Resource Center, is unique to each registrant-client relationship. Enter
the eight-digit number and use it in all correspondence pertaining to this relationship.
This number is required to complete the filing.

LINE 7. CLIENT NAME.

e For an organization lobbying on its own behalf, check the box labeled
'SELF'. When 'Self' is checked, the registrant name isinserted in the
client nameline.

e For alobbying firm or self-employed lobbyist lobbying on behalf of a
client, DO NOT check Self. State the full name of the client exactly as
you listed it in the registration. Lobbying firms must file a separate
report for each client. The client name is required to complete the
filing.

LINE 8. YEAR. Enter the year and mark the appropriate box to indicate which
semiannual reporting period is being covered by thisreport. A separate report is
required for each filing period. A valid four-digit year is required. Electronic filing is
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only available for reports and amendments for the year-end 2004 report and later.
However, older reports or amendments may be prepared on the form and printed for
filing by mail or hand delivery.

LINE 9. AMENDED REPORT. If amending aprevioudly filed version of this
report, place amark in the box. Otherwise, leave blank.

LINE 10. TERMINATION REPORT. If lobbying for the client has ended and the
registrant wishes to terminate this registration, mark the box and enter the date that
lobbying activities ceased. Enter the date in mm/dd/yyyy format. It is not necessary
to put ‘0" in front of asingle digit day or month. The date must be in the filing period
you have marked in Line 8. If the date entered is not in that period, an error message
will be returned.

LINE 11. NO ACTIVITY BOX. If there was no reportable lobbying activity, mark
the box. Otherwise, file a complete report detailing the lobbying activity. If this box
is checked, page 2 will no longer be displayed as it does not need to be part of the
filing. If thisbox is checked after entering issue information, that information will be
deleted.

INCOME OR EXPENSE SUMMARY (ANSWER LINE 12 OR LINE 13 AS
INSTRUCTED). The form will only allow the appropriate section to be completed.
Any attempt to check abox or enter an amount in the incorrect areawill return an
error message. Lobbying firms who represent clients SHOULD NOT click on the
self button.

LINE 12. LOBBYING FIRMS (INCOME). Indicate whether income relating to
lobbying activities on behalf of the client identified on line 7 was less than $10,000,
or was $10,000 or more, during this reporting period by placing a mark in the
appropriate box. If income was $10,000 or more, provide a good faith estimate of all
lobbying related income from the client (include all payments to the registrant by any
other entity for lobbying activities on behalf of the client). Round estimates to the
nearest $20,000. One selection is required for lobbying firms. Any amount under
$10,000 entered in the line will return an error.

LINE 13. ORGANIZATIONS (EXPENSES). Indicate whether expenses related to
lobbying activities were less than $10,000, or were $10,000 or more, during the
reporting period by placing amark in the appropriate box. If expenses were $10,000
or more, provide a good faith estimate of all lobbying expenses (include al payments
to third parties for lobbying activities) and round estimates to the nearest $20,000.
One selection is required for organizations lobbying on their own behalf. Any
amount under $10,000 entered in the line will return an error. LINE 14.
REPORTING METHODS. Mark the appropriate box to indicate the expense
accounting method used to determine expenses. One selection isrequired if 'Self' is
checked.

e Method A. Reporting amounts using LDA definitions only. This
method is available to all organizations.

e Method B. Reporting amounts using Internal Revenue Code
definitions as defined under Section 4911(d) of the IRC. This method is
only availableto a NON-PROFIT registrant that is required to report
and does report under Section 6033(b)(8) of the IRC. The amount
disclosed must pertain to the semiannual period covered by this report.

e Method C. Reporting amounts using Internal Revenue Code
definitions of lobbying activities, of which the cost is not deductible
pursuant to Section 162(€) of the IRC. This method is available to any
registrant that is subject to Section 162(e) of the IRC. The amount
disclosed must pertain to the semiannual period covered by this report.
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Grass-roots and state lobbying expenses may not be subtracted from
this amount.

FIRST PAGE SIGNATURE. Thissignature line will appear after theformis
validated and prepared for printing and/or electronic submission.

e Electronic Filing -- When the report is complete and validation
successful, the digital signature will be applied on thisline.

PRINTED NAME & TITLE. Enter the name and title of the person who will sign
thefiling. Thisentry is required to complete the filing.

PAGE 2. The electronic form includes one lobbying issue page when it is opened.
By clicking the orange ‘>* button at the bottom of the page, the next issue may be
added. The pages will be automatically numbered. In addition, supplementary pages
for additional specific issues and additional lobbyists related to one general lobbying
issue are also available and may be added to the document by orange ‘>* buttonsin
the right margin of those sections. When supplementary pages are added to a general
issue, the general issue code will be automatically entered on theissueline. If a
supplementary or issue page isadded in error, DO NOT DELETE THE PAGES
FROM THE MENU OR PAGESTAB. ALL BLANK PAGESWILL BE
AUTOMATICALLY DELETED IN THE FINAL STEPS.

LINE 15. GENERAL LOBBYING ISSUE AREA. Select the applicable code(s)
from the list below which accurately reflect al general areasin which the registrant
engaged in lobbying during the reporting period, whether or not the issue areawas
previously disclosed. Add a separate page for each code selected, using the orange
button at the bottom of the issue page just completed. The select box lists both the
code and description for convenience. The codeis required and must be entered
before supplementary pages can be added.

Please see Appendix C for acomplete list of Lobbying Issue Codes

LINE 16. SPECIFIC LOBBYING ISSUES. For each general lobbying area, list
the specific issues which were actually lobbied during the semiannual period.
Include, for example, specific bills before Congress or specific executive branch
actions. BE SPECIFIC. Bill numbers alone do not satisfy the requirements for
reporting on this line and restatement of the general issue code isinsufficient. Use
the following format to describe legislation: BILL NO., BILL TITLE, and
DESCRIPTION OF THE SPECIFIC SECTION(S) OF INTEREST, as shown in the
example below:

‘H.R. 3610, Department of Defense Appropriations Act of 1996, Title 2, al
provisions relating to environmental restoration.’

For specific issues other than legislation, provide detailed descriptions of lobbying
efforts. Do not leave line blank.

To maximize space, use a paragraph format. When the available areais full, add
another page by clicking the orange ‘>* button labeled 'Add more specific issues in
the right margin at the top of Line 16. If one additional page is not enough, another
may be added from the button at the bottom of the supplementary page.

LINE 17. CONTACTS. Identify the Houses of Congress and Federal agencies
contacted by the registrant in connection with the general issue area during the
reporting period. Disclose only the houses or agencies, such as ‘ Senate,” ‘House of
Representatives,’” ‘ Department of Agriculture,’ or ‘ Executive Office of the
President,” rather than the individual office. If there were no contacts during the
period, mark the box labeled ‘none.” Thislineis required to complete the filing.
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Checkboxes are available on line 17 in LD Form version 4.07. Y ou may select
‘None’ or any combination of the ‘House', ‘ Senate’, and ‘ Other’ checkboxes. If you
select ‘Other’, you be required to enter the names of the agencies that were
contacted.

LINE 18. LOBBYISTS. List the name of each lobbyist who had any activity in this
genera issue area. Enter the first name, last name and suffix in separate fields. If
there are lobbyists not previoudly disclosed, enter the names of the new lobbyist(s)
under each pertinent issue code, and mark the box labeled ‘New.’ If any new
lobbyist listed in this section has served as a ‘ covered executive branch official’” or
‘covered legidative branch official’ within two years of first acting as alobbyist for
the client, identify that person as a‘covered official,’” state the executive and/or
legidative position in which the person served. NOTE: The 20% threshold does not
apply to thisline and is only used for determining who may be considered a
‘lobbyist’ for registration/updating purposes.

LINE 19. FOREIGN INTEREST. Describe the interest of each foreign entity in the
specific issueslisted on line 16. If there are no foreign entity interestsin thisissue,
check the box marked 'None'. If 'None' is checked, an error message will be returned
if datais also entered in the text box.

SIGNATURE. If thisisthe last page of the report, sign and date this page and type
or print the signer's name and title. Only the last page of the report need be signed.
Form LD-2DS must be signed and dated by the officer or employee of the registrant
who isresponsible for the accuracy of the information contained in the report.

PAGE 3. INFORMATION UPDATE PAGE. Complete only where registration
information has changed. The electronic form includes one update page when it is
opened. By clicking the orange ‘>* button at the bottom of the page, an additional
update page may be added for more data. The pages will be automatically numbered.

If asupplementary page is added in error, do not del ete the pages from the menu or
pagestab. All blank pages will be automatically deleted when the form is prepared
for filing.

LINE 20. CLIENT NEW ADDRESS. Enter complete address of the client if
different than previously reported. No address may be entered hereif 'Self' is check
in the client name box.

LINE 21. CLIENT NEW PRINCIPAL PLACE OF BUSINESS. Indicate the
client's new principal place of business (city, state and country), if different from line
20. No address may be entered here if 'Self' is check in the client name box.

LINE 22. NEW DESCRIPTION OF CLIENT'S BUSINESS OR ACTIVITIES.
Provide ageneral description of the new business or activities of the client. No
business description may be entered here if 'Self' is check in the client name box.

LINE 23. LOBBYIST DELETE. Enter the name of each individual who no longer
acts as alobbyist for the client identified on line 7. Enter the first name, last name
and suffix in separate boxes. If there are no names to remove, skip to line 24.

LINE 24. GENERAL ISSUE AREA DELETE. Select the codes from the list on
page 3 of the instructions of all previously reported issue areas that no longer apply
and enter them on line 24. If there are no codes to be deleted, skip to line 25.

LINE 25. AFFILIATED ENTITY ADD. Identify the name, address, and principal
place of business of any entity other than the client that contributes in excess of
$10,000 toward the registrant's lobbying activitiesin a six-month period, and in
whole or in mgjor part plans, supervises, or controls such lobbying activities. If an
entity name is entered, the address is required.
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LINE 26. AFFILIATED ENTITY DELETE. List the names of al previously
reported organizations that no longer meet the disclosure requirement. If there are no
organizationsto remove, skip to line 27.

LINE 27. FOREIGN ENTITY ADD. Identify the name, address, principal place of
business, amount of any contribution in excess of $10,000, and the approximate
percentage of equitable ownership in the client of any foreign entity that:

e holds at least 20% equitable ownership in the client or any organization
identified on line 13 of the registration or line 25 of this report; or

e directly or indirectly, in whole or in major part, plans, supervises,
controls, directs, finances, or subsidizes activities of the client or any
organization identified on line 13 of the registration or line 25 of this
report; or

e |san dffiliate of the client or any organization identified on line 13 of
the registration or line 25 of this report and has direct interest in the
outcome of the lobbying activity.

LINE 28. FOREIGN ENTITY DELETE. List the names of all previously reported
foreign entities that no longer meet the disclosure requirement. L eave this line blank
if there are no deletions.

SIGNATURE FOR PAPER FILING. If thisisthe last page of the report, sign and
date this page and type or print the signer's name and title. Only the last page of the
report needs to be signed. Form LD-2 must be signed and dated by the officer or
employee of the registrant who is responsible for the accuracy of the information
contained in the report.
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Appendix C — Lobbying Issue

Codes

The lobbying issue codes listed below can be selected using a pull down list on line
11 inthe LD2 form.

Code Description Code Description

ACC Accounting HCR Health Issues

ADV Advertising HOM Homeland Security

AER Aerospace HOU Housing

AGR Agriculture IMM Immigration

ALC Alcohol & Drug Abuse IND Indian/Native American Affairs

ANI Animals INS Insurance

APP Apparel/Clothing Industry/Textiles LBR Labor Issues/Antitrust/Workplace
ART Arts/Entertainment LAW Law Enforcement/Crime/Criminal Justice
AUT Automotive Industry MAN Manufacturing

AVI Aviation/Aircraft/Airlines MAR Marine/Maritime/Boating/Fisheries
BAN Bankruptcy MIA Media (Information/Publishing)
BNK Banking MED Medical/Disease Research/Clinical Labs
BEV Beverage Industry MMM Medicare/Medicaid

BUD Budget/Appropriations MON Minting/Money/Gold Standard

CHM Chemicals/Chemical Industry NAT Natural Resources

CIv Civil Rights/Civil Liberties PHA Pharmacy

CAW Clean Air & Water (Quality) POS Postal

CDT Commaodities (Big Ticket) RRR Railroads

COM Communications/Broadcasting/Radio/TV RES Real Estate/Land Use/Conservation
CPI Computer Industry REL Religion

CSP Consumer Issues/Safety/Protection RET Retirement

CON Constitution ROD Roads/Highway

CPT Copyright/Patent/Trademark SCI Science/Technology

DEF Defense SMB Small Business

DOC District of Columbia SPO Sports/Athletics

DIS Disaster Planning/Emergencies TAX Taxation/Internal Revenue Code
ECN Economics/Economic Development TEC Telecommunications

EDU Education TOB Tobacco

ENG Energy/Nuclear TOR Torts

ENV Environmental/Superfund TRD Trade (Domestic & Foreign)

FAM Family Issues/Abortion/Adoption TRA Transportation

FIR Firearms/Guns/Ammunition TOU Travel/Tourism

FIN Financial Institutions/Investments/Securities TRU Trucking/Shipping

FOO Food Industry (Safety, Labeling, etc.) URB Urban Development/Municipalities
FOR Foreign Relations UNM Unemployment

FUE Fuel/Gas/QOil UTI Utilities

GAM Gaming/Gambling/Casino VET Veterans

GOV Government Issues WAS Waste (hazardous/solid/interstate/nuclear)

WEL Welfare
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Appendix D — PC Instructions

Opening Forms in a Browser

e  Open the folder where the completed form was saved,;

& C:\Lobbying Disclosure Forms El@lgl
. Fle Edt ¥ew Favorites Tools Help n

: Qeoak - () [T [ Dsesnh [ rolders [T~

: addess |5 Ci\Lobbying Disclosure Forms v| B

SR Hame Size  Type Date Modified
File and Folder Tasks A1 F)L0-105 WSS pf 744KE  Adobe Acrabat Dac...  9/27/2005 2:59 &AM
@LDZDS-NSSA-SI.de B0SKE  Adobe Acrobat Doc...  9f30/2005 12:56 PM

= Rename his file )L oz0s tmoh R o
[y Move this fie F\LD2DS-NS5A-ERR. pdF
Iy Copy this file HlLozns-nssa-6.00F 1,700KE  Adobe Acrobat Doc,..  9(26(2005 10:00 AM
e Publish this File to the Web '@LDZDS—AECCD—ready‘pdf 1,407 KB Adobe Acrobat Doc...  9f22f2005 10031 AM
j E-mail this file ﬁLDZDS-AECCD‘de 1,092KE  Adobe Acrobat Doc...  921/2005 3:35 PM

& o e TE)L0205-4BCCo-200S7E  pf 1020KS - adobe Acrobat Doc,.. - 11/10/2005 1:11 P

x Bl Open with Acrobat 6.0 IB Adobe Acrobat Doc...  12/12/2005 2:54 PM

Print

868KB Adobe Acrobat Doc...  9/30/2005 12:58 PM
806 KB Adobe Acrobat Doc...  9f30/2005 1:07 PM

[} adabe acrobat 6.0
Other Places ¥ Metscape

Send To |
e Local Disk (C:) o é Inkernet Explarer

(5 My Documents Copy Chaose Program. .
i My Computer -
& My Mstwork Places

Create Shorbeut
Delste
Rename

Details Properties

If the browser is not alisted program, select Choose Program and
then select a browser;

¢ Right click on thefile name, select Open With, and then select
the browser you want to use:

:\Lobbying Disclosure Forms\.D2DSa-ABCCo-2005YE. pdf - Microsoft Internet Explorer |
. File Edit ‘iew Favorites Tools  Help :fl

& far J |ﬂ @ _;j /ﬁ Search \SE(Favorltes €‘3

_3‘! Pop-up blocked, To see this pop-up or additional options dick here..,

»

Address Lirks

Always Allow Pop-ups from
Settings 3

Information Bar Help

Some browser setting will block the form before it is opened. Click
Temporarily Allow Pop-ups, or Allow Blocked Content to
display the form if this needed;

Theform is opened in the browser and ready to be prepared for filing.
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Installing a Digital Signature

If you ACES digital signature does not appear on thislist, you caninstall it from a
backup copy:

Data Exchange File - Digital ID Selection

Please select a Digital ID ko use to sign this document.
Iy Digital 1IDs

| Mame Issuer Expires Default

& :gtlvdun't have any suitable Digital IDs. Click Add Digital ID ko get one Add Digital ID k
Digital 1D Selection Persiskence

(%) Ask me which Digital ID ko use next time
() LUse this Digital 1D untl T close the application
() Always use this Digital 1D

Click the Add Digital ID from the Digital ID Selection screen;

Add Digital ID X
Your Digital ID can be used to sign and decrypt documents, The Certificate that cames with your
Digital ID is used by others when verifying wour signature and encrypting dacuments Far ywou.,

If wou have received a document requiting your signature, in most cases you should have already

been given instructions on how to obtain a Digital 1D, Otherwise you can choose one of the Following
options.

et a Third Party Digital 1D

Click here to open a Web site with information on how to get a Digital ID

Third party Digital ID providers give both senders and recipients a convenient way
to exchange Digital IDs.

Create a Self-Signed Digital 1

"ﬁ dlick here to create a self-signed Digital ID now
& ¥§ If you create a Self-Signed Digital ID, you will need ta distribute vour Certificate to
those who need to validate vour Digital Signatures or encrypt documents For you,

Impart: Digital 1D File

ib Click here to browse for an existing Digital ID file

I

Close

Click the third button, Browse for an Existing Digital ID file;
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Locate Digital ID File PIx

Look in: |';} Lobbying Disclosure Forms V| Qo i T e
e 2_10_05,pfx
My Fecent
Documents
©
Desktop

7

My Documents

-

tdy Computer
ij File name: |CBlake12_10_05 gt v [ Open
i 1
My Network | Files of type: | Digital ID Files [*.p12." px." apf) v [ Cancel

Windows Explorer is displayed;
e Locateyour digital signaturefile and click the Open button;

Opening Digital ID File

File: CBlake1Z_10_05.pfx

Fassword: | Lk chodd ) |

If you created your digital signature file with a password, you will be
prompted to enter it;

e Click the OK button:

Data Exchange File - Digital ID Selection

Please select a Digital ID to use ta sign this document.

Iy Digital IDs
Marme Issuer Expires Default
Carlton Blake DST ACES Unaffili... 2007.06.30 18:0...  signing

Add Digital 1D
Digital 1D Selection Persistence
() Ask me which Digital ID ko use next time
() Use this Digital ID until I close the application
(%) Always use this Digital ID

Your signatureis now available. You may select to use this signature
for al documents, or to ask you which signature to use each time you
sign anew document by selecting one of the radio buttons listed on the
screen;

e Click the OK button to continue.
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Appendix E — Mac Instructions

Creating a Backup Copy of a Digital Signature

To digitally sign Lobby Disclosure forms, a backup copy of the signature file must
be copied from Firefox so that it can be installed on Adobe Reader.

To create a backup copy of adigital signature certificate from Firefox:
e Open Firefox and select Preferences from the Firefox menu;

e Seect Advanced fromthe Preferences option;

L ¥ Cenificates
General
Client Certificate Selection
iy Decide how Finefox selects 3 security certificate to prasent to
oy web sites that require one
Privacy e
) Select Automatically @ Ask Every Time
&’ Manage Cenificates
el Features
Use the Certificate Manager to manage your persanal
= certificates, as well as those of other people and certificate
authories.
Dowrloads (" Mamage Certicates . )
L Manage Security Devices
Advanced

Use this button to manage your security devices, such as
smart cands.

F %

Manage Security Devices .

B aimiisasine

([ Cancel E
e Click the Manage Certificates button:

anA Certificate Manager [}

' Mm&? Other Peaple's l Web Sites | Authorities |

You have certficates from thess organzations that identify you

Cerificate Mame Par..  Serial Mumber  [xperes On
¥ Digieal Sigaatuis Truil
Jiminy R Lassiert Sign ZAMTILTAEFE.. 10/14/07
Eyle F Donakue Sign  3FFOGGAD.. 10/30/06

Kimberly 5 Lucera 00-DROEGEI0.. B I0/GT

[ Wew |} { Bacdup | [ BackupA® ) | imporr | | Delee |

) o)

o Alistof installed certificatesis displayed;
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e  Select the name of the certificate you want to back up and click the
Backup button;

File Name to Backup

Save As: | filename [+]

[« =] =2/ ") Digital Signawre Files )

W jpold's Compa. .. Ir [
i Netwaork

Ol Magintesh HD
_| Natscape
AdbeRdre
AdbeRdris
MALC FILES
Adabe Rea

L4 Digsig .

o L4 LDFormd

e 0k Ik Ik (e

) Pictures

| |4 soreenshots
o brad |
oy Applications ke

Yy Dotuments
L

Format: f HIECE.I! Files m

( Wew Falder ) [ Cancel | {SSavesd)

e Select alocation, enter afile namein the Save As field, and click the
Save button:

el lal Choose a Certificate Backup Passward

The ceraificaie backup pasyword you sei here prodecis the backup fle that you are about bo
creabe. You must nef this password B0 proceed wih the backup.

Corfificate backup pasyword: crrrerereeees

Certificate backup pasyword (againl: s q

Impartant. i you forget your certificate backap paiiward, you will not be able to rettore thin
Backap later. Mease reccrd i in a salk bscation

Pascwasd guality meter

FEEEEa s s EEas s mw

ok ) Cancel ) [ melp )

A dialog window is displayed for the certificate password;

e Enter aunique password in the Certificate backup password field,
enter the same password in the Certificate backup password
(again) field, and click the OK button:

£ 60 Alert

. Successfully backed up your security
[\ cenficateis) and private keyish

=)
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A dialog window is displayed indicating that you have successfully
created a copy of your certificate;

Click the OK buitton;
Click the OK button to close the Manage Certificates window;

Click the OK button to close the Preferences window.

Installing a Digital Signature in Adobe Reader
Toinstall adigital signature certificate in Adobe Reader:

Open Adobe Reader;
Select Manage Digital ID’s from the Document menu;

Select My Digital ID File Settings from the Manage Digital ID’s
menu;

Digital 1D File Settings [KyleD.pl 2]

sy ad il

| Mamr ~ | .F.u.:un T Defusk
Eyle F Donahue CET ACES Linaf 200, 10,20 19

[ Add.,

File Seitings

Path; Macintosh HO:Users: bred Dt kiog DagSig: KvleDop 12

 Change Pasyword... | |7 Password Sevtingy... |

one)

Click the Add button;

Add Digital 1D

Vour Degatal i can be used 13 sign and decrypt decumens. The Cemificace tha
comies with yousr Digical 10 is wsed by others when verifyseg your skgaarune and
enoryptineg documents for you,

¥ you have received a docement requiring your signabere, In mast cases you should

have already been given instructions on how to obtain 3 Dighal ID, Otkseraise you can
ghoais arg of the Mellgwissy sptisnd,

Cat a Third Pasty Digital ID
Chck here 1o open 2 Web site with information cn how to get a Digial I
Third pany Digieal i providers give both senders and recipientcs a
COMMENIENT Wy 0o eachange Diginal 105,
Create a Self-Signed Digital 1D
] Clerk here 1o create & sell=-sigeed Digical 1D now
J“l, W you create 3 Self-Signed Digital 10, you will need to distribute yor
Cartificate 1o thois whe reed to validate your Digital Sigrabungi &
ehE At docomest s 1o you
It Digital 1D File
1}‘ Ol hire 1o Bigwvie for a8 exidting Digiral 1Dy Als
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Click the Import Digital ID File icon;

Locate Digital 10 Fle.

[a +) [@m! "L Digsig

&3]

W jpold's Compa.... Hame &1 Dane Moddied

i Merwark gt 1 | 2
&l Macinesh HD | P 3/ 15 105

— Metape & | 7 EnidCert pix 11/21/0%

_ AdbeRdrE,. & P 421 fie

_| AdbeRdri... & | 3 5

= :‘::b:':ﬁ f | % nCertMacpi2 1271706

- ol B B cimcenMacplz 11/30/05

1 Fiomres | _ KyleDopl2 11730)05%

B Dwskiop | = LD-=205 Mac Test | Sigreed. pod V212708

# brad | = LD-ZD5 MAL I Birl.g

oy Applications | =t LD-205-MHowse. ., mac_signed, pdf L2y

M Decuments | | & [ Macintesh_Forms 11/28/05 -
| Movies = - HRE AL <
L Mucir Wl ) I
Show: | Digial 1D Files 3]

{ Mew Folder ) ([ Cancel ) {Bpen)

e Locate the backup file for your digital signature, select the name, and
click the Open button;

o If prompted, enter the Software Security Device Password;

Default Certificate Security - Authenticate

Flexie ented 3 pasiwand 10 open the Digiral ID fls,
Entaf Pakiward

o)

Enter the password you assigned when you created the backup filein
the Enter Password field:

gl 10 FR: SRin g IEie Bl 2]

Diginal
Exgpiten |
Kimbserly 3 Lucers BST ACES LUinadf
Kyle F Danabug DST ACES Linast 2006.10.20 18
4 add. 3 Bt AF Settings... bl Fapsaie.. 3
File Seizings

Path; Macintosh HOUsers: braed D oog DegSig KyleDp12

(" Change Password... | (7 Password Settings... |

The dialog window is updated with the backup file name;
e Click the Close button to close the Digital ID File Settings window.
Your digital signature certificate is now available to sign Lobby Disclosure forms.
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Appendix F — Frequently Asked
Questions
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Appendix G - Troubleshooting

Opening Forms in a Browser

Occasionaly one of our forms will show that it has loaded but it still does not appear
in the browser. If this happens, click the Reload or Refresh button on your
browser. If the form till does not display, make sure you have Adobe Acrobat
Reader 6.0.2 — 7.08 installed.

For more information on configuring Adobe Reader, please see the following
troubleshooting tips from Adobe:
http://www.adobe.com/support/techdocs/325875.html

File with Senate Button is Locked

If you need to file your form with the Senate, but you have saved the signed version
of your form, you can unlock the Senate Password field and File with Senate button
by removing the signature.

The signature should only be removed to file your form with the Senate. If you
modify the contents of your form after you have removed the signature, you may
damage the integrity of the document and have problems validating and filing it with
the House. If you need to edit the contents of the form and re-file it, you should
make your editsin the unsigned version of the form.

To remove adigital signature from aform:

e Moveyour cursor over the signature line;

I [ EditForm > |} File with Houee = |

Senate Password | " File with Senate >

o = e b
Signature %O]‘I Blake | Clear Signature Field [ Date 1202002005

Yalidate Signature

Printed Name and Title _Cal
1LD-2DS (Rev. 4.07) Propetties. ..

e Right click if you are using aPC, or press CTRL + click if you are
using aMac, and select Clear Signature field,

e Thedigital signature isremoved and the Senate Password field and File
with Senate button are unlocked.
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Glossary of Terms

E-Form

An electronic Lobbying Disclosure form that is formatted to replicate the paper
version for electronic filing.
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